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1. User Access

1.1 Deactivation of User ID

Most secured web portals suspend a User ID after a certain period of inactivity. The maximum
number of consecutive days of inactivity that trigger a fockvaries widely depending upon
perceived security risks. HWPstemdock-out any user after 90 days ofactivity.

Therefore, it isadvisableghat CNA eToolusers logonto the system tleast once every two
monthsto assure a safe margin so that no period of inactivity, illness or vacation results in loss

of access.

faq | help | search | home | logout

ﬂ_ User Login
E

Secure Systems

You must login at least once every 90 days to maintain an active ID. If you do not login again beforenull, your ID will be
automatically deactivated. If your User ID is deactivated, please contact the TAC to reactivate your ID.

1.2 Double Authentication of FHA Lender Users

FHALendersusing theCNAe Tooly SSR (2 {1 SSLJ (K $AHRHA Gofnldtidn sa 6 | f
well as Saare Systems

Even though an FHA Lendeayaccesshe CNA eToolby logging intdSecure Systendirectly,
doing so regularlyithout also occasionallipgginginto FHA Connectiowill cauise FHA
Connection to lockhemout. If a user is locked out of FHA Connection, #mealso locked out
of Secure Systemand thus no longer able to access the CNA@.

Whiledouble authenticatiorcan bean inconveniencg=HALendes usingthe CNA eTool
should take thefollowing steps at least once every two montiesavoid lockouts. (In future
years HUD will implemerat single sigion between FHA Connection and Secure Systems
eliminate double authentication.)

Go to the FHA Connection portal at:
https://entp.hud.gov/clas/
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" FHA Connection

Welcome

The FHA Connection provides FHA-approved Getting Started

lenders and business partners with direct, secure, =

online access to computer systems of the U.S. About This Site

Department of ing and Urban Di

(HUD). Registering a New User
Hours of Operation

User ID:

Contact Us

Forgot Your Password? Quick Start Guide
Forqol Your User ID? FHA Connection Guide

‘ References |

Frequently Asked Questions

1 Login withthe HUDissuedM ID and Password

B FHA Connection o e s

Home Main Menu ID Maintenance E-mail Us Contact

Welcon|

Prd¥ides access to the online business areas used to originate, process,
* Single Family FHA ghsure and service FHA loans. IR

Provid to CNA e-Tool, MDDR, PASS, and the Web-based
» Multifamily FHA EOcch mat: R S

Provides access to lender-related functions.

* Lender Functions

HORE

1 Click the Multifamily FHA button

| Multifamily FHA =l Message Boards Updated as of: I

Multifamily Delinquency and Default
Reporting

Physical Assessment

eLOCCS - Line of Credit Control System
Active Partners Performance System

Monday, May 18, 2015
Multifamily Premiums Menu

CNAe-tool - Capital Needs Assessment

9 Click theCNA eToolmenu link whickwill redirect the user td&ecure SystemsSee
below.
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Secure Systems

Single Sign On userd[ |

Password |

Caneal

ATTENTION

- Y"UserIle"M'ochdaﬂuﬂmmmbqlnaﬁm

- Wmvv&wﬂ’ﬂﬂ&s“hxﬂsswpaswwﬂawmm

* Thereisan i of 30 Please save your work panu.ﬁcallyhnavwdbemgloggedwt.

. MM-( lsiu':‘mmhnmofdhours Once reached, you will need to re-authenticate after which you can resume work

* This system.andallﬂ\esvsumsassocwtedwrﬁldussyﬁemfot th and i
prv!wlrvi system; iu'sshoﬂws'svﬂunslsndpu‘mw indusaq.mavln
moni 3

Home | Privacy Statement

1 TheFHALendemust then bgin toSecure Systemsith their M ID and Password
9 Click Accept on the next screen to access the Secure Systems Main Menu

Main Menu faq | help | search | home | logout

Systems
» CNA eTool select this link

System Administration
+ Password Change

Content updated October 19, 2013 o Back to Top
@ U.S, Department of Housing and Urban Development Home | Privacy Statement
451 7th Strest S.W., Washington, DC 20410

Telephone: [202) 708-1112 TTY: {202) 708-1455

1.3 Blank Screen after Selecting CNA eTool
Someusershave observed thaa blank screemppearsafter clicking thedCNA eTooE link.

IftheCNA e€Toola ONBSY R2Say Qi RAALI &YX GKS Tl SNI & K2 dz
proper method forRefresling or Reloadng a web page varies slightly frobmowse to browsetr
Generdly, every bravser has a Reload icon that may look something like c 3 Click the

icon. Alternatively, lhbrowsersalsohave a Refresh/Reload link/icon in a dropdown menu
which displays when the user rigblicks anywhere on the webpage. Below are examples from

Page4
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Chrome, FireF@and Internet Explorer SeeSection2 for more information on how user
experience variebasedon their chosenbrowser.

6 + e ﬂ' Print...

- Print preview...
Share This Page Refresh

Reload b Ctrl+R. Save Page As... E?

Save as.. Save Page to Pocket Append to Existing PDF

Convert to Adobe PDF

Print... View Backgr
View Background Image Export to Microsoft Excel

Cast...

- Select Al Open Client to monitor 1
Translate to English View Page Source Open Client to monitor 2
View page source View Page Info Send to OneMote
Inspect Inspect Element (Q) Properties

If the CNA eToolstill fails to openthe user should closandreopen the browserand log in
again. If this fails to correct the problem, the user should clear the browser ¢aebesection
2.1)and retry. If theuser emains unable to open thENA eTool report this failure by amail,
including screen shots of results CNAAccess@hud.gov

1.4 E-mail Validation

When validatingan Assessment Toeia email, the user must not attach any other files except
the Assessment Todb the email. This includes attachments/images that rogyerwisebe
included in the signature block of the outgoing message. In addition, the email must include
some text in he body. If the user does not includaytext, the email may be marked as spam
and the validation will not take place. The usé¢go willnot receive any email confirmatioas
would otherwise occur

2. User Interface /Experience z Browser Issues

2.1 Web Browsers and Cache

TheCNA eToolhas been tested with Internetqalorer, ChromeFireFoxVivaldj and Safari.
We recommend that users have the latest version of their browser when usingNi#eeT ool
Legacy versions of these web browsers may be functionathie user may experience issues.

Clearing Web Browser Cache

After updaingto anewbrowserversion or if experiencingpageload issuesuch as the one
described irSectionl.3, the usershouldclear their cache (Qearing cache ialsoa best

LIN} OGAOS G2 Syadz2NB 2 LISNI A 2 ydedssing fhefcactdeaingO &
function differs from browser to browseand may also diffefrom one version of the browser

to another.

g~

2y
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Below aresamplelinks to instructiors on how to @ar browser cacheF (G KS dza SN A& o6
AYUGSNFIOS R2SayQid YI (OK gthielusershbuldselshDf NAINB R 2 & y
Of SINJ ONRPGASNI OF OKS 2y Xodé | yR aLISOATFe GKS
source for the latesinstructions.

1 Google Chromg’
T Microsoft Internet Explorer (IE)
T Mozilla Firefox

2.2 Exporting and Saving CNA Validation and Submission Data Panels

We have observedat the file naming and saving procedure for exports of data from either
the Public Validation Engine or the Submission Portal varies among browsers, notably Microsoft
Internet Explorer and Google Chropr@dmay not be intuitive

Data in mosCNA eToolpanels can be exported by usitiyS G 9 ELR2 NI ¢ odzid2y @

«| Flags

View - Export | 4 Detach

Sewverity i | Bssessment ID Flag Mame
l I 2017-005391 PI-009

I 2017-005391 PI-009

I 2017-005391 PI-009

I 2017-005391 PI-009

I 2017-005391 PI-009

I 2017-005391 PI-009

While the export will cause the data to display in Excel, the default fileipget to a web page
(html). When saving the file on a local PC, the usastexplicitlychoose tosawe it asan Excel
Workbook The procedure for saving these exports as true Excel files difigingly from
browser to browser.

Google Chromé&xample

When accessing t‘h@NA eToolwith Chrome, a exportof datafrom apanelmay appear as a
T A paBelmame@ Ef & ¢  @niniihié loweyleft/olDe screen. Alternatively, if the user has
instructed Google Chrome to always open files of this fyipey may see the following:

Page6
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Capital Needs Validation Tool

E—‘ F L:“ "mmxgl ZAtvaAYp I Create PDF
[ Fin- 18 Change Setting
0% s |39 Conditiof \Frmt Cell Insert Delete Fon Sort & Find &
e Clea BF Batch PDF
ormatting - Table - Sty\as Filter - Select -
= Styles Cells Editing Bluebeam

Microsoft Excel [ =

. Thefile format and extension of ‘NonCriticalRepairNeeds (2).xs” don't match. The file could be cormupted or unsafe. Unless you trust Its source, don't open it, DO you want to open it anyway?

Yes | [ we | [ Hew

The user should cliak et to open the downloaded Excel file. Then the user may save the file
to their computer, but should take care to save the file as an Excel workbatbler than asa
2S00 tIF3S Kayté FAfSo

Save As

ﬁ Downloads
@ Recent
Flags (1)xs
Web Page (*.htm, *.html} - E4 save

Microsoft Internet Explorer(IE)Example

Typicaly, Internet Expleer will ask the user what B wansto do (i.e.,open or save the export
file.) The dialog box appearance may vary among different vessiblE and/or thedzd S NI &
desktopconfiguation.

Below are just two examples from IE:

—> Open
The file won't be saved automatically.

—> Save

—> Saveas

_»| Future Repair Needs

v Cancel

Do you want to open or save Flags.ads from webapps.hud.gov? Open Save

Page7
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Different versions of IEary in whattheusid 4 SS& | FUSN) A4St SQABkéy 3 SA (1 K¢
G{l oS 4 dK / KNRYS>L9 ¢gAff RSTFIl dzZ O ,dhdusér a2 So
mustexplicitlychoose an Exc8Vorkbook as the filéype when sa&ing the file to theilocal PC.

Save as type: | Excel Workbook ~

Authors:  Eva and Martin Tags: Add atag Title: Add a title

[15ave Thumbnail

de Folders Tools - Save Cancel

2.3 Printing Reports z Internet Explorer Quirk
/ SNIFAY aGFyRFNRYE LINRYy(GlFofS NBLIR2CNA&odt NBE | G Af

Snapshot
Property Insurance Schedule
Building Unit Mix
Assessment Summary Report

Shown here is the Reports Pafldm i KS { dzo YA &aaA 2y t 2 NINotdthavo F 1 [ Sy
tKk S & { Y kepditiid thid listdoes not appeaas part ofValidation resultsbut all four of
these reports aralsorepeated for Agency staff in the Reviewer Tool.

Two of these reports do not pridompletelywhen accessed from Internet Explordsy

default, IEwill print only the first page of théSnapshat and thedBuilding Unit Mix reports.
Whileit is possible that this fault may be fixedfurture versions of IE, we strongly recommend
usingChrome, which successfully prints all reports.

3. Known Calculation Errors

Below are descriptions and samples of known calculation ervdrh will be corrected in a
future release.Each description also notes alternative sources forctireect results.

3.1 Assessment Summary Report z Incorrect Count of Accessible Units

The Assessment Summary Reporvsilable on thdReports Paneds part of the Validation
responseby both thePublicvValidation Engine and the Submission Portal

* Critical Repair Needs
* Mon Critical Repair Needs
* Future Repair Needs

> Comp

» Estimate Period Recap

ivi Reports

Assessment Summary Report

Page8
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Ly GKS a{AGS L& T2 Aisspssmeht\Srkntarg Refport (Pg.2),
the count of Mobility Accessible units shown is misreported.

Currently the report is providing the sum of both mobilignd sensoryimpaired
accessiblainits. Anupcoming release willisplay separateounts for the mobility-
impaired and sensorympaired acessible units.

Site Information flnit Mix

Type: Family

Year Built: 1991 - 1995

Last Renovated: -

1BR1ba 60
2BR2ba A 60

2BR2ba B Share &0
suites

3BR2ba 60

Mobility Accesssible 0
Apts:
pts:

Total Dwelling Units:
240

2 of 47

Correct counts of units for persons with mobility or sensory impairment may be found for a

LINB LISNII @ Ay GKS 'aaSaaySyid ¢22f> a!yAda ¢2N] a
LIy St LINPRdzZOSR 0@ dzaAy 3 GsiosPodd o tdd Revdewdr Boblé G I 0
reports the same information for each building in a property.

3.2 Estimate Period Recap, Snapshot, Accessibility Repairs Cost/Unit Error

The calculation of accessibility repairs cost per unit is incorrectly reported in thmeasti

Period Recapone of the panek appearing in &alidation responseThesame error is

NBLISIFGSR Ay GKS a{ylLlAaK2G¢ F2dzyR Ay (KS wSL}2N.
Theexample shown heres for a property with 240 unitsAccordinglythe correctdollarsper

unit figureshould be$391.66 rounded up to $39%hich is $94,000 divided by 240 units.

v Estimate Period Recap incorrect VE!_I_UE

Total | g/ Unit
Immediate Repairs (Total) §3,990,620) \
Life Safety Remedies $0) \ 50
Accessibility Remediss £594,00 (
Mon-critical Needs 33,896,620 $16,236

The same errorisrepeatelly G KS a{ yl LJaK2 (¢ NI LR NI

Page9
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Capital Needs/Financial Recap Incorrect Value
Cagital Meads Totz Total Per Unit
[mmediats (Aereszibity) Criticzl Repairs s 510
Immediate (Life Safety) Critical Regairs 535,840 5597]
[mmediate Nor-Critical Repaire 5807.203 13454
Future Repair/Replacements §1.26231 $21.039
Utility Cast Savings - Owner ]
Uty Cost Savings - Tenant (5185)

While not a commonly used metric, the cost of accessibility remedies peisuzady
calculated manually by dividing the total of accessibility costs by the total number of units.

3.3 Building Unit Mix, Property Summary, Parking Counts

The Building Unit Mix table (found on the Reports panel) displays counts of garagd; in
garage and surface parking spaces. Inthe Assessment most counts of parking spaces are
separate counts of accessible and rextessible spacegther thana total of spaces with a
subset of tle total indicating the number ofaccessible spacaacluded n the total. The

Building Unit Mix tablehowever is intended to report parking differently.

In the example below, the figure for Garage Parking Spaces is labeled and correctly shown as a
total of all garage parking spacesd to the right a subset dhis total is shown as the number

of accessible garage spacdse total of all garage spaces is correcdportedas 15. By

contrast both in-unit-garage and surface parking space totals are incoiretttis example as

the number reported is not theatal of all such spacebut only thosethat are nonaccessible.

In this example,he actual total of all irunit-garage spaces should be 3 ahd total of all

surface paking should be 480.

Correct totals of accessible and rancessible parking spaceg kind of parking are reported

2y GKS a{A0S LYFT2NNI(A2YyE¢ 2N aKSSG 2F GKS ! a
parking), K and L (for covered surface parking), N and O (for common space garage parking)

with combinedtotals of these in columnsPy R v NB a LifyOXi(h gFIE RIPA S &Hd yo S P =
townhouses with unit specific garage y 20 O02YY2y aLJ OS0 I+ NS NBLR NI
worksheet in columns N and @ommon parkingspadel G A& Ff a2 NBLI2NILSR
¢NBESe¢ LI gi68 0 d8zh { RA 17 AT2 NDTHePEDedyy®e panel appears

for any CNA located and opened in the Submission Portal or the Reviewer Tool.

PROPERTY TOTALS UFAS Accessible Units

Mobility Sensory
= Units 240 a
Tatal 5q. Ft. Units 244,800
Total Common Space 50,600
Total All 5g. Ft. 295,400
Total # Garage Pkg Spaces 15 # fccessible 5
Total In Unit Garage Spaces 2 # fccessible 1
Total # Surface Pkg Spaces 420 # fccessible

PagelO
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3.4 Building Changed Calendar Year, CNA Shelf Life Error

On January 52018,several lenders and needssessors noticed thdinancialschedule results
for CNAs prepared and validated in 2017 changed on or dtenary 12018.

This is a result of the fact that the CNA @ol application is programmed to identify the current
@SEFENJ Ia (KS whketapplicatighSises & intdthad, imdependent clock not only to
identify the current yearbut also the date and time that a CNA is validated and/or submitted.
Similarly, the Assessment Tool has protedmunulasthat identify the current year and
compae it to the year installed of components to determine their ageonsequently, on
January 1, the current age of all identified components increased by onewfeiah also

means that the Remaining Useful Life (RUL) decreased by a year.

However, underwiting a loan application requiredue diligence conclusions fixed at a given

date and endurindor a period necessary tevaluatetransactiors. Tresedue diligence

documentssuch asappraisals and capital needs assessments, are dated and are deemed valid
forwhatis2 F Sy OFffSR I aakKStF fAFS>E ¢KS Hnamc al
CNA but the system currently has an error sincendynot report fixed results for any CNA

shelf life whichincludesJanuary 1 A further complication ishiat the MAP Guide specifies that

the shelf life is measureds a number of days befotke date of application with no allowance

for how long thereafter a Firm Commitment may be issaad the transaction closed

Between applicatiomnd commitmenta CNA ray be returned and resubmitted multiple times,
sometimes exhausting its shelf life.

Accordingly, CNAs prepared in 2017 and submitted or resubmitted in 2018 may use the

following workaround provided that the CNA remains within tequiredshelf life, i.e., the

G548 2F {AGS xAarilée oft20FGSR Ay OSft Dwmc 27F
more than 180 days past.

In the Assessment Tool file:

a. Go to the Components worksheet, ColummBmeddAssessed Remaining Usefdiedi
(ARUL)
b. Identify any component with a null or no entry in Column P and with a corresponding

SYGNER Ay [ 2ftdzYy v ¢ KGoldkn QisinardetiBndard NJ G Kl y a1
Remaining Useful Lé¢SRUL).

C. For each component identified in stépa énterin Column Bl KS T2 NMidentt &l v ®
rowl 6 bmME P CKFG Aada AF GKS ARSYGATFTASR 02YLRYyS
Grvmmbmé

d. C2NJ S| OK 02 Y Lixyfrengfan @K SNBK Id & v, golScglun® ¥ an8 NB R
enter the following text note:

Pagell
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TheSRUL has reduced by a year during the shelf life of this CNA due to a change in the
calendar year on 1/1/2018. An ARUL equal to the SRUL+1 has been entered

If the shelf life of the CNA has expired at the time of any resubmissinew CNA is not

required Howeverthe lender must use the financial schedule results produced by the ENA e

¢22ft OFftARFGA2Y NBAaALRyaS gAGK2dzi OKFy3aSa G2
0 KNR dza K d&Hisgecdgrizes@ng drtual passage of time, more thaaifaybar, since the

CNA was prepared.

This calendar year error will be corrected in a later release.cdirectionwill allow the needs
assessor/lender to designatehichO £ SY RIF NJ @Sl NJ ¢6Aff 0SS wStlFGADS
validation and underwritingr@ based on this same calendar year. Provided that the

designated calendar year is not earlier than the current year at the time of valigation

submission or resubmission, a needs assesstander could change the calendar year

designated aselativeyel NJ¢ éror existing properties, the correction allows the user to

protect the CNA Shelf Life when a January 1 date occurs in the interval and also to recognize in
advance any changes in financial results that may occur if a CNA is resubmitted after a CNA

shelf life has expiredFor construction proposals, the correction allows the user to select the

A 2 4 ooA x

SELISOGSR &8SINJ2F O2yadNdzOGAz2y O2YLX SGiAzy |

Qx
=

4. Common Assessment Tool User Errors

The Assessment Tool is an Excel template for entering data thatehdasedcomponentsof

the CNA eToolprocess and convert to a CNA. It isxde spreadsheet organized in a sequence
of worksheets an&/isual Basitormswhere each form deposits data itsassociated

worksheet Data may be entered in either the forms or the corresponding worksheets, but
usersshouldrely onthe forms for data entryto have a better understanding of the data
requested and to avoid erras.

¢ KS aLyaid NHzQhe CigA/ASsesErReNITooBvER RLFY a ( Nitin@iin hoghyard € 0
overall explanation as well as form by fogunidance Thelnstructions may be downloaded
from the CNA eToolHomepageat:

https://portal.hud.gov/hudportal/documents/huddoc?id=InstructforCNATool.pdf

Until well experienced, users should keep the Instructions available and open to the section
covering the form on which they are workirfgpllowingthe instructionswill help avoid errors.

Recorded wtorialsfor each formmaybe found on theCNA eToolHomepage at:
https://www.hud.gov/program_offices/housing/mfh/cna/wat

Most user erors fall into two basictypest 5 4 [ 21 R 9NNBNEE( |yR a{v]

4.1 Data Load Errors

I GREFGI 2 WthiStheNBshssmeat OddldBExEel spreadsheet) and is caused by an
incorrect/inconsistennaming of an objectAn object is a nameiiem such as garticipant,

Pagel2
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site, building, unit typecommon spacegsomponent,alternative,etc. Each form is designed to
allow users tareate orname one or more objects and then describe the objects. One entry
combination of entriess the object name or IDDther entriesreport facts or quantities
concerninghe object.

Worksheets and formm the Assessment Toate arranged in a logical sequence where later
formssearch forobjects named on prior workeets to supply data needduay the later form.
An incorrect/inconsistent object nam@events a form from identifying and loading entries
required by the logic built into the form(Seedinstructions for Use of the CNA Assessment
TookE, page 30for Data Load Errorpage 32 for logical connections among Rf&iteVisitForms
andpage 89for logical connections among €8ite Forms.

A common cause of a data load error is incomplete editingbggct namesn the Assessment
Toolfile. An example is when a user creates a Component ID and a rélegeaative and
Recommendation, but then decides to change the name of the Component ID (even if only to
correct a misspelling do change capitalization). The user must make the saoneection of

the Component ID wherever it appears in an Alternative Pair and in a Recommendation. Failing
to do so causes a Data Load Emtren opening any of the forms.

Forexampl& | dzASNJ yIYS&a | [/ 2YLRYySyd L5 dapncy odz O
Alternatives and &ecommendation forthe2 YLI2 y Sy 4 y I YSR dg@fhey o0dzf Ol y
userthen recognizes the spelling error and decides to correct it by editing the Component ID,
OKFy3aAay3a Al (2 dpisedighdbe made usidg efhare Rdmpohents

form or by editing the underlying Components worksheRegardlesghe uncorrected name,

Gpncy o0dzf OFye R22NRé adAfft FLIWSFNE Ay GKS 40
worksheets. As brms recalculate and search for data froelated worksheetsin this example

the Alternatives and Recommendations formsuld search the Components worksheet for
informationont O2 YL Yy Sy G VY I YSR .£HqwavergincétdgfiConpghént IR 2 2 NA
name was edited by the user in the Componentsifar worksheet it can no longer be found.

The Alternatives and Recommendations formstherefore unable to load the specified data.

When a user editan object(e.g, a Component In the Componentgorm or workshee}, the
Assessment Tool does not automatically update otiedated worksheetsjn this casdhe
Alternatives or Repair Replace Recommendation workshedts.A$sessment Tool will waan
userif an edit made in dorm impacts relatecentries in other worksheetsot associated with
that form, but no such warnings are triggered by edits made directly wboksheets Thisis
another reasorusers are encouraged &nter and editdatain forms.

Pagel3



yuauro,
"R

<,
Py peve® CNA eTool Known Issues and Solahs

W USpe
*

&

T ons®

W,

Whena Data Load Error ocayrthis error message appears:

Components
— Choose Component

Meed Category Meed Item ID
I Building Frame & Envelope j I Exterior Doors & Entry Systems j

Component Type
I Sliding Glass Doors j

Added Component IDs

5068 Balcony sliding doors

5063 Patio slider doors-FHA violation

3068 steel dad foam, ph 1

3063 steel clad foam, Ph 2

&' wide treads, 34 per building j

Enter/Modify Component Detail

Component ID 5068 balcony doors

Mol Microsoft Excel A = ———- h- M

Updating this Alternative will also impact 1 Recornmendations 0 Decisions.
Continue?

(= Cancel

Loading Dictionary.. | |

...adding Common Areas to Buildings... ;I
...adding Units to Buildings ...

.«.checking Inspections against Units. ..
Starting Unit Types...

Starting Component Types...

...adding Alternatives to Component Types...
...adding Components to Component Types ...
...adding Recommendations to Components...
...adding Decisions to Recommendations. ..
Starting Need Categories. ..

... adding Meed Items to Need Categories. .. —
i onent Types to Need Ttems. ..

OK

AfterOf A OQKA YEK & dzaSNJ Ad | ROAASR 2F GKS (201 dGAz2y
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DATA LOAD ERRORS (e ]

Recommendations Bad Companent Descriptic  Sliding Glass Doors/f5068 Balcony sliding doors SEVERE: Fix Recommendations worksheet

Users can edit entries that are not object names without risking a data load error. For example

the street address of a participant can be changed, or the count of units of a certaimtgpe

certain building, or the count of a certaiomponent ID. These entries are facts about the

2028500 o0dzi y2i0 UGKS 2@peéh0NIY &y oYdidiPepard 3K YRGS Sa § K
button is used, the Assessment Tool recalculates by searchingifieechobjectsand revising

any facts reported for each object.

4.2 SQL Insertion Errors

Asequel insertionott { v[ Ly aSNI A 2y CNSNMBydtgmAWOeddzNE Ay (0 KS
Assessment Tool file is validated. It is caused by data entry errors in the Asse$swidhat
prevent the system from storing data into the database. Typical SQL Insertionianlade:

1 entering text where a number is requirgd

1 incorrectly formattng afield where a special format is required by the datahaseh
as dates, decimalnaounts, etc;

1 exceeding the character limit for an enfigyr
1 entering duplicate objects.

While uncured Data Load Errosgthin the Assessment Toolayalsocause SQL Insertion

errors when a file is validated, not all SQL Insertion errors are caused by Data Load Errors. This
is because not every critical datumais objectused bylogic embedeéd in other formswithin

the Assessment TooFor example, SeismiThresholds are not usdyy the logian any form or
worksheet. Yetbecause theyre used by th€NA eToolsystemandmust be stored in the

database during validation, they will caus&@Lnsertion error if noanumeric values are

entered in those fields.

4.3 Duplicate Objects Cause Errors

Each object nammust beunique, otherwise objects cannot be distinguished in any formula
where they are usedWhen an object name is used in the logic embeddeihin the

Assessment Tool forma,duplicate object nammay causen error because the form(s)

cannot distinguish which data is to be loaded. Upon validation of an assessment file containing
a duplicate object, a SQL Insertiermor may result because the system is not able to store in

the database more thaone object with the same name.
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ForFor example, a participant is a Firm Name with a Role. As shown here:

Capital Needs Assessment

! & Fe
kY B C
i
Participant Information
| __Role |

ABC Capital Markets, Inc
Williams Properties Inc

lota Engineering Inc
Multifamily Management Inc
Enersys Concepts Inc
Applied Accessibility Associa

Lender - Origina

Current Owner

Needs Assessor

Property Manage

Energy Auditor
t Other

Peaticpents Y participant Information

Property

Sites

Unit Type Definition

Buildings

Units and Common Spaces

Utility Type Usage

Components

Alternatives

Repair Replace Recommendation

Narrative

Finandial Factors

Inspection Samples |
Repair Replace Decision |

Firm MName ‘ williame Properties Inc
Contact Name ‘ Bill Williarms

Phone | 4108930567

Email ‘ bwillizms @williamsdev. com
Street Address ‘ 900 Charles Street

City Baltimore

State MD

Zip 23810

Participant Role
(most applicable)

‘ Current Owner j

ABC Capital Markets, Inc
wWilliams Properties Inc
Iots Engineering Inc
Multifamily Management Inc
Enersys Concepts Inc

Applied Accessibility Associates

Delete

Suppose Bill Williams and his cousin Joe are partners in various Limited Liability Companies or
Limited Partnerships, one of which owns the subject of this CNA and both were present at the
site for the CNA inspectiorithe usertherefore wants to add Joe tthe list of participants and

edits the entries for Bill to add Joe, thus:

z

¢tKS d
az2zoes

NI V26

State W
Zip 23810

Participant Information
Firm Name | Wiliams Properties Inc
Contact Name | Joe Williams
Phone | 4105480921
Email | Jwilliams @wiliamedey .com
Street Address | 900 Charles Street
City | Baltimore

Add
Update

Partidpant Role
{most applicable)

Ot A O1 &

| Current Owner

A d ! RR¢ | hutzhe ToRlRespardiSwithi 2
OMDPY & whish means the Tool requires the firm name to be unique.

j Clear

z

GdKS
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Participant Information
ABC Capital Markets, Inc
Williams Properties Inc
Firm Mame | Wiliams Properties IncCOPY7 Iﬂtlc" fEEngilneering Inc
Multifamily Management Inc
- Enersys Concepts Inc
Contact Name | Joe Wilizms Applied Accessibility Assodates
Phone | 4105430921
Email | Iwilliams @williamsdew.com
Delete
Street Address | 300 Charles Street
City | Baltimore

State MD
Zip 23810 Update

e i Current Owner
{most applicable) | j Clear

dll

A

Althoughti KS SNNEZNJ Yl & 06S aOlFdaAKGE ¢KAETS SyidSNAy3

the form behavior and thus create two identicahfi names with the same role.

LF GKS dzaSNJ OKIFy3Sa da2AffAlYa t NPokdaNdgheS
LI NHAOALN yi 202S00G yFrYS gAftf NBadzZ G 0dz
a duplicate is created. Whevalidated, the following error will appear:

Capital Needs Validation Tool
api eeds Validation Too '.~|H|H|a USDA
< - =
U.S. Department of Housing and Urban Development g -
U.S. Department of Agriculture - Rural Development
CNA VALIDATION

| Select CNA File

This system only accepts XLS files for import. Imported files must conform to HUD's published data standards for CMA files.
Bay View duplicate erro.xls  Update... Validate Reset

Transmission Integrity Check

Property Name Bay View Apartments Total Saved Alternatives 83 Total Saved Participants &
Strest Address 2000 Hilltop Lane Total Saved Recomendation 76 Total Saved Utility Rates 4
City Annapoclis Totzl Saved Decisions 0 Total Saved Inspection Samples 0
State MD Total Saved Common Spaces 0
Total Zaved Components 76 Total Saved Building Unit 0
Types
| Flags @ Error L

An Error condition prevented SQL Insertion for PARTICIPANT section with Firm Name as - Williams Properties Inc. Please check the data and resubmit. *

»| Financial Schedule

»| Critical Repair Needs
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Now alsosuppose that the partners both own and settinage theproperty with Bill primarily
responsible for development/asset management and Joe taking care of property management.

In this eventWilliams Properties IncO2 dzf R 6S yIF YSR (6A0Ss 2y 0S gA
2y 0SS |4 a LINE [b& KBults ivd wiiud SaNigipént objects.

In another examplethe followingR dzLJt A O G A2y 2F | aAA0S 6l a SyidaSN
worksheet,rather thanthe form.

l.-’]

a

site ID Street Address Zip Code | square Feet |

Single site 2000 Hilltop Lane Annapolis  MD 21401 509,840
Single site 2000 Hilltop Lane Annapolis  MD 21401 609,840
It initiates the followingData Load Erravhen opening a form:
A, | B | C | ] ] E ] F ] G ]
Open Form ' ' ' '
- Loading Dictionany.. u
. s
| |
- ...adding Common Areas to Buildings. .. ;I
Site ID Street Address ...adding Units to Buildings ...
- - - ...checking Inspections against Units. ..
Single site 2000 Hilltop Lane Starting Unit Types...
Single site 2000 Hilltop Lane | | Starting Component Types... I

...adding Alternatives to Component Types...

| ...adding Components to Component Types ...
...adding Recommendations to Companents...

...adding Decdisions to Recommendations. ..

| Starting Meed Categories. ..

... adding Meed Items to Meed Categories. .. —
... adding Component Types to Meed Items...
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Open Form
|___sitelD | _streetAddress | _ City | State | ZipCode | Square Feet | Tntal#m-ldmss |_Surface P,
Single site 2000 Hilltop Lane Annapolis  MD 21401 609,340
Single site 2000 Hilltop Lane Annapolis  MD 21401 609,340 21
DATA LOAD ERRORS B9

QBIECT. ERROR KEY VALUE HAMDLING
Site Duplicate Single site SEVERE: Fix site in worksheet

Users should use Assessment Tool forms to avoid dujpignalbjects and ifthe user is
copying/pasting or entering data directly to worksheet row/$ie mustexercisecare to avoid
duplicating objects, or alternively, creating unintended new objects that are apparent or
Gl fyz2adé RdzLJX AOF(dSao

Apparent Duplicates

Users shouldeep in mindhat the Assessment Tool and tiNA eToolportals do not

speak/read Englishhey merely read a sequence of numbers, spaaed/or characters.This

means thatdifferent capitalization, spellingnd/or spacing of entries magpresenta

duplicate but the system will recognize these as separate iteatiser thanduplicates While

the user may be indifferent about spacingaapitalization these differences are significata

the Assessment Toahdthe CNA eToolportals. The user may see no difference between

Gpncy . ltO2ye af ARAYy3I R2 ZblkthelsystBnwilp ncy ol f O2y e
Consequently, when the user agentally creates an apparent duplicate, the system cannot

assist the user to identify the error. From the system perspective, a copy is either exact, or not

a copy at all.

Not Every Duplicate Object Will Trigger a WarninGeneric Component IDs

Whiletk S ! aaSaayYSyd ¢22f Aa LINRPINFYYYSR (G2 aOl 00K
least one possible duplication escapes easy detection. Component IDs can be dupltzated

a nondescriptive, generic Component ID name is used for multiple ComponpasTyor

SEFYLX ST awlAfAy3aas ¢22RZ¢ a{ftARAYy3 Dfl &aa 522
A user might describe the Component ID for each generiaétlythe named G Sy | y G dzy A {
NBLX I OSYSy(azé 2N aes&ederic, 0@descripiv&nafmeaietdd | A Y R €
choicedfor several reasons.

First this results in duplicate Component IDs which will cause erbotghe Assessment Tool
was not programmed to provide an early warning or caution for tyyie ofduplication. (This

will be addressed in a future releaskowever) Second, such generic Component IDs fail to
communicate meaningful information when displayed in panels and reports where limited
space prevents the display of the Component Type, Need, kachNeed CategoryThe reader
cannottherefore determinewhether the Component ID is a faucet, a daara railing.
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Component IDs should be speciather thangeneric. Specific Component IBsth avoid the
likelihood of duplication and communicate meaningfully.

Shown heras an example of the Assessment Tiodlicatingthat a Component ID is a copy:

Components
Choose Component

Meed Category Meed Item ID
| Building Frame & Envelope j | Exterior Doors & Enfry Systems j

Component Type
| Lnit Entry Door, Exterior, solid wood/metal dad j

Added Component IDs

_oeee |

Shown here is an example of a duplicate Component ID name for two different Component
Types. The Assessment Tool gives the user no advance warning of this error.

A Need Category Meed ltem 1D Component Type Compaonent ID

83 Life Safety/Fire Protection Alarm, Security & Emergenc Residential smoke detectors tenant unit replacements
a4 |, —_— a " - a - - - A P "
a5 Capital Needs Assessment Lé
86 .

Participants Components
a7 Choose Component

Property | Meed Category Meed Item ID
88
a0 Sites | | Building Frame & Envelope j | Exterior Doors & Entry Systems j
90 Ci tT

Unit Type Definition | oS
91 | Sliding Glass Doors j
a2 Buildings |

Added Component IDs

93 Units and Common Spaces | [ tenant unit replacements

The besimmethod for discovering this error is to click each Component ID in the Components
form. If the selected Component ID is a duplic#ite following message appears:
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Components
Choose Component

Meed Category Meed Item ID
| Building Frame & Envelope j | Exterior Doors & Entry Systems j

Component Type
| Sliding Glass Doors j

Added Component IDs

tenant unit replacements
5068 Patio slider doors-FHA violation

Microsoft Excel &J

Ent; Warning: Component name is not unique... choosing the first one

Comg

- —

The Assessment Tool is programmed to report all the data entries for the selgotadonent
ID, but is unable to distinguish among the duplicatés a result, ivill choose the first, which
may not be for the correct Component Typm this example, a sliding glass dodfalidating a
Assessment Toatith the same Component ID nanfier various Component Types returns this
error:

CNA VALIDATION

~| Select CNA File

This system only accepts XLS files for import, Imported files must conform to HUD's published data standards for CNA files.

e e m— \ ==
@ Error ] I—I
An Error condition prevented PERF_CALCS. PACKAGE.CALCULATE SCHEDULE Stored Procedure to run successfully. Please contact the systems administration and report the problem F

Ok

4.4 Invalid Data Types and Formats
As mentioned irSection4.2,invalid data entries are user entries of the wrong forngitch as
1 text when a number is required,
 entries notconsistent with- NS 1lj dzZA NBR af Aad 2F @It dzSa¢ 6[ h
1 entries outside of a required range, or
1 entriesexceedinghe permitted number of characters.

When validated, such mistakes usually trigg&Qiinsertionerror. Most such errors can be
avoidedbyfollowingli KS a LYy aG NHzOGA2y a F2N ! (oSrucBomis)butb | | & & ¢
no set of instructions or form designperfect-, whichis truefor the CNA eToolas well The
followingsubsections describé A y @ £ AR Rl (1 ¢ ehiNDdDeRNGriesara AcPpNIIS R Ay
desk requests These arelescribed irthe order of the workshees or forms within the

Assessment Toathere the invalid entry occurs.
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4.4.1 Dates

TheAssessment Tool asthe user to entewvarious yearsdatesd ¢CKS 1jdzZSNE gAff &l
(9., SFENJ Lyaidl ttSRE 2N G0KSS /N3 Y. LdZAyE Sive() éewiiC 20NYS . dz)
request a date including month, dayandyéaig,a 5 S 2F Ly alLISOlGAz2yé¢ 2y |
Assessment Scope sditrm.)

1 When a year is requested the user must enter thdigit calendar year, e.g2017or
1988.

1 When a date is requestedsers must enter thedatesin the format: mm/dd/yyyy.
1 Arange of dates or years, or more than one date or yaa never acceptableConsult
the Instructions for guidance when more than one date seems appropriate.
Capital Needs Assessment E
Pzt Property Information
_ Enter Property ~ Assessment Scope lProparty Summary
Sites
Unit Type Definition HUD/USDA CHA Type & Program
; .VD HUD USDA
W Type ‘ Application Development j Type ‘ As-Is j
T Relevant Program ‘ Section 223(f) Refi-Acq Gen j User's CNA ID Number ’7
Inspection Samples General CNA Factors
Companents # Vacant Units 1 Date of Site Visit 3/16/2017
Alternatives Minimum Sample % ‘ 25.00000
Repair Replace Recommendation
Narrative ASHRAE Energy Audit? NO -
Frencal Factors ASHRAE Aucitor —— Date must be input as follows
Repair Replace Dedsion e
LoV Admin Additional Tests? O =
Additional Test{s) Comments
AddiUpdate
Close

4.4.2 Property Form - Seismic Threshold Entries Are Numbers Only

The entries for seismic threshold values located on the Property Form are numbers only. Do
y 20 ' RRnclidédSn tiie Adwnloaded USSeismic map report.
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MSA Mon-M5A MSA -
Family Elderly Indicator | Family -
Seismic - SX5 0.04
Seismic - 5X1 0.03

4.4.3 Naming Unit Types

The types of nitsfound in buildings are named and given certain characteristics on the Unit
¢tedLISa F2N¥Y YR 62N] aKSSao Ly 4KS 2NRSNJ 27
0 ST2NB & indicatihgRHatyrit Fiypesshould be defined before buildings are defined in
the Assessment TooEach definednit Type should reflecta unique combination ahe

numberof bedrooms bathrooms, and square feet.

The accessibility of a unit for persons with disabilities shdl@dbe used tadefinea distinct
Unit Type. Accessibility is a design feature that can and should be true of units of all types
found in a property.Indeed,statutes and rules require that accessible units be available
proportionately among all type®f units. TheCNA eToolisdesignedo evaluate whether
accessible units are present in the requisite percentageioy Type. If, if all accessible units

I NB &S 3 NBAadessifieanit RyLASEH thé userflags will occur for incorrect
distribution since there will be no accessible units inspectedHeother Unit Types

Generally, he fewest possibl&nit Typesshould be named because the sampling percentage is
applied to the number of units of eadbnit Typeas well as to abf the units in each building.
Naming mordJnit Typesincreases the likelihood of oversamplingor thisreason,units with

the same count of bedrooms and baths but with minor differences in squartadgemay be
included ina singlenamed Uhit Typereflecting theiraverage size in square fegbrovided that

the difference in size is not in fact equivalent to an additional roand that the actual range

of sizes is described in the Narratite such case#ssessors mustitittake care to provide
accurate quantities for components measured in square feet of floor or wall area for any critical
or norcritical repairs.

Finally the numberof baths isa value where whole numbers are not requireBor example a
2 BR, 1.5 bawo-bedroom, oneandaK I £ ¥ o0l G KO dzyAlG g2dz R KI @S
of baths.

4.4.4 Recommendation Form - Duration & Time to Complete Are Numbers

T2

a M

Awholenumber- never a range and not texisthe only acceptable emy ¥ 2 NJ ¢ 5 dzNJ (G A 2y €
GCAYS (G2 /2YLX SGSe 2y (GKS wSLI ANKkwSLI I OS wSO2
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C 2 Mrationé, the entry is avholey dzY o SNJ 2 F &SI NA BGF@R KB SkEy R SIF Nifi
over which years the cost of the recommendation will be spread in equal ateoUuration is

2yt e dzaSR FT2NJ FdzidzNBE NBLI ANRIZI Y& yAy T alLBAD Iy &S
is 1 or 2.For some itemdike applianceswhere an average number are proven to be replaced

annually, the entry would be a value as clos@assible to half the Remaining Useful Life (RUL)

of the group of appliances identified as the ComponentdDa S | y ¢ K Xetr®/ aliik § t6SR¢ T2
this group of appliances would be the current year minus half the RdLentry other than a

whole number wil cause &QLnsertion error.

C2 Nhe®o QR Y LI S Sé¢ ihdnBmbér yfimbidhs fiotn the beginning of construction
(typically the closing date of the loan) required to complete the particular repair

NELX I OSYSy (o GeAYS (G2 O02YLX S(S¢ aKz2dZ R 2yf e
G o KSYy Ké Naently bhdulddé madetherwise Invalid entries in this cell will not

cause avalidationerror.

4.5 Unflagged Validation Error -1 # 1 | BT T ARedd®mekdatians

After validating an Assessment Tool file, users should always check the count of items recorded
Ay GKS a¢ NI yaYAaaAThgfumbef df Retdtdmandansniu&t €yliakthed 2 E @
number of Componentandthe number of Alternativesnust equalor exceedhe number of
Components. No automated flagirrently exists for this errar A future release will provide

such a flag, and in the interirelUD staff wilhavea custom flag tgoint outthis error when it

occursin a submitted CNAIhese same counts of Components, Alternatives and
wSO2YYSYRIGA2Yya FNB fa2 NBLR2NISR Ay (0KS a{yl
Submission Portal and the Reviewer Tool where Lenders and reviewers can confirm that the

count of Components and Remmendations is the same and that the count of Alternatives

equals or exceeds Components.

If the number of Recommendations is less than the number of Components, it means that a
Gomponent has been identified for which there is Recommendation. In thexample below

an Alternative was deliberately deleted fromraw of the Repair ReplaceeBommendation
worksheet negating theRecommendation and causing a SQL Inseréigor. However the

mere absenceof aRecommendatiorfor a Component Ivill not caug an error or trigger an
automatic flag.
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| Select CNA File

This system only accepts XLS files for import, Imported files must conform to HUD's published data standards for CHA files,

@ Error B

An Error condition prevented SQL Insertion for Repair Replace Recommendations section with Alternative Name as - . Please check the data and resubmit. * gdal

Transmission Integrity Check

Property Name Bay View Apartments Total Saved Alternatives 83 Total Saved Participants 6
Street Address 2000 Hilltop Lane Totzal Saved Recomendation 75 Total Saved Utility Rates 4
City Annapolis Total Saved Decisions 0 Total Saved Inspection Samples 60
State MD Total Saved Common Spaces 26
Total Saved Components 76 Total Saved Building Unit 40
Types

5. Errors Due to System/Software Incompatibility

Some users may experience one orbdtF (62 SNNBNHE ARSYGAFASR |
hoa2S0iaé¢ eAndatiod FriilaiAGatastpkK A O CI A { duNBafedelateditdtited S
setup andthe version of their operating system and the version of MS Office they use to create
the Assessment Toollhese errorsseem tooccur in combinations of newerersions of MS

Office with older Windows operating systenighe followingsubsectionslescribe the errors,

their impact and the recommended remedies/workarounds.

5.1 SQL Insertion Error on All Objects

This error iNOTrelated to wiongdata formats or invadl data entrieq(i.e., user error§ To the
best of our knowledge, this erramccurs when a user validaseither an Assessment Tool
workbookthat theydid not create on their PGHey receivedit through email, for instance) or a
workbookthey did createbut laterdSavel A€ |y S g , aRdih&vé noglosatd&nd
reopenedthe file prior to uploading for validation.

LT
U.S. Department of Housing and Urban Development -
U.S. Department of Agriculture - Rural Development
CNA VALIDATION
@ Error B
DB Error resulted for Assessment_ID - 2017-006774 due to data supplied in AS_IS_PROPERTY saction. Please check the data in Property Section and resubmit. * SQL Insertion failed for
Marratives section. Please check the data and resubmit. * SQL Insertion failed for Financial Factors section for Assessment ID -2017-006774. Please check the data and resubmit. * An

Error condition prevented SQL Insertion for Property section with Firm Name as - . Please check the data and resubmit. = An Error condition prevented CNA_FLAG_PACKAGE.CNA_FLAGS
Stored Procedured to run successfully. Please contact the systems administration and repert the problem
0K

Transmission Integrity Check

Property Name Total Saved Alternatives Total Saved Participants

Street Address Total Saved Recomendation Total Saved Utility Rates

City Total Saved Decisions Total Saved Inspection Samples
Ctate Total Saved Common Spaces
Total Saved Components Total Saved Building Unit
Types

The fastest remedy is to open tisavedworkbook, clickon the Participant Informatia
worksheet and then click thé&Submit Prepargbutton at the topright of the worksheet This
needs to be followed by gegularéSave rather than adSave As. Theworkbookthe user
oprepared for subnssiorg must be saved under the same name.
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The same process can be repeatedvimrkbooksreceived fom elsewhere. It may not be

enough to download it and threupload for validation. It needs to be opened, prepared for
submssion and then saved in place.

5.2 Compile Error: Automation Error - Catastrophic Failure

Although thiserror appears threateningt is harmless. Ilbccuis when a user first opens the

workbook AVisual Basic code windaw openedand an error popups displayedas pictured
below.

c for Applications - Bay View Apartments Assessment Tool sample (1).xls

Apartments Assessment Tool sample (1).xls - vbaCNA (Code)

j ‘RaturnumquaKay

1) .Formula = formulaText :‘

11 & " for range " & rangeToFill

Microsoft Visual Basic for Applications ﬂ

Compile error:
T il ! b

s String
Automation error

Catastrophic failure

The fastest remeylis to clickiOK on the popup and then closef I y1 3INB& &ON
in upper right corner) and/othe Visual Basicodewindow.

This error has been traced to certain versions of MS Office updaith Microsoft patchesnd
run on certain operating systemSince the Assessment Tawas firg in development, MS
Office and Windows have been updateeveral timesBelow are results of ouests of various
combinations of WindowOperatingSystems andMS Officeversionswith both the 2003

verson of Excel format.xls) as well as the newgtsmverson.
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MS Office Version Xls Xlsm

Any Officewith Mac

2010with Windows 7 Good Good

2010with Windows 10 | Good Good

2013with Windows 7 OK@b)

2013 with Windows10 Good Good
2016with Windows 7 OK@b) Good
2016with Windows10 OK@b) Good

a. As described in Section 5.bnseusers may see a lengthy SQL Inserérror when attempting
to validatean Assessment Tool an.xls format(seethe picture belowfor an exampleof the
error.) This error may happewhenusers receivan Assessment Tothey did not create on
their PC or if they saved their owksessment Tool usinig{ I S 1 a¢ dzy RSNJ |
proceed to upload it for validationTo remedy this errqithe usermay need to openhe file, clik
the Submit Preparebutton on theParticipant Informationtab, I y R (B&v& tie fite before
uploading.

© Error =
DB Error resulted for Assessment_ID - 2017-005639 due to data supplied in AS_IS_PROPERTY section. Please check the data in Property Section and resubmit. * SQL Insertion
failed for Narratives section. Please check the data and resubmit. * SQL Insertion failed for Financial Factors section for Assessment ID -2017-005639. Please check the data and

resubmit. * An Error condition prevented SQL Insertion for Property section with Firm Name as - . Please check the data and resubmit. * An Error condition prevented
CNA_FLAG_PACKAGE.CNA_FLAGS Stored Procedured to run successfully. Please contact the systems administration and report the problem

2

b. As described in Section 5.Zyan openingan Assessment To@ user may receive a
Catastrophidror popup on a screen showing Visual Basic cdflthe user clicksOK on the
error popup and closes the Visual Basic window,Aesessment Toaebhich is open under the
VisualBasicscreen willstill run as expected.
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